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HUMAN RESOURCES DEPARTMENT Revised

CLASSIFICATION SPECIFICATION          

TITLE: SENIOR LIBRARIAN 

DEFINITION

Under administrative direction, to perform advanced professional library work; to direct, manage, and coordinate a

group of library branch facilities, or; to serve as a management supervisor over a major service area in the Central

Library or Automation Services, or;  to manage and supervise the activities of a system-wide activity such as

volunteers, collection development, reference services, audio visual, or youth services; to provide technical staff

assistance to higher level management in a specialized subject area; and to perform other related duties as

required .   

REPORTS TO: Chief Librarian or Library Director  

DISTINGUISHING CHARACTERISTICS 

This  is an a dvan ced  profess ional c lass  in whic h Incum ben ts genera lly func tion as a m anagem ent supe rviso r.  Th is

class is distinguished from the Librarian class by the responsibility for supervising other professional staff, by the

level of responsibility assumed, and the complexity of duties assigned.  Incumbents in this class plan, organize,

and supervise activities and programs.  Incumbents have responsibility for multiple branch facilities or

respon sibility for a ma jor service  area in the  Centra l Library, Autom ation Ser vices, or a  system -wide ac tivity. 

Incumbents are also responsible for system wide technical support to branches and provide direct assistance and

outreach to customers as needed.  This class is further distinguished from the Chief Librarian class by the

respon sibility of the highe r level class  to serve a s a Division  Mana ger. 

SUPERVISION RECEIVED AND EXERCISED 

Rec eives  direc tion fr om  the C hief L ibrar ian or  Libra ry Dire ctor.   Exe rcise s dire ct su perv ision o ver p rofessional,

para-pr ofessio nal, techn ical, and cle rical staff.  

EXAMPLES OF DUTIES  

Duties m ay include, b ut are no t limited to, the  following: 

• Participate with other management staff in the development and implementation of library policies and

procedures, goals, long-term objectives, and short-term planning.

• Develop and administer budgets; participate in the forecasting of additional funds needed for staffing,

equipm ent, m aterials an d supp lies.  

• Rese arch an d prepa re ma terials for gra nt application s on a loc al, state, or na tional level.  

• Interview a nd selec t staff; sch edule, as sign, train, an d evalua te subo rdinate pe rsonne l.  

• Plan, organize, and supervise personnel and activities of several branch libraries; plan, organize, participate,

and/or conduct regular scheduled meetings with branch supervisors; oversee the mechanical maintenance

and ph ysical upk eep of a ssigned  branch es.  

 

• Develop, coordinate, evaluate, and recommend programs and services in the Central Library, Automation

Service s, or a syste m wid e activity to m eet com mun ity needs. 

• Implement system-wide procedures, policies, and operating standards for library branches.

• Coord inate system -wide refe rence re source s and p rogram s.  
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• Perform a variety of advanced professional library work in specialized library functions.

• Respond to individual or group inquiries and/or complaints.

• Serve the Central Library as well as all branches system-wide in regard to troubleshooting operating

complaints, diagnosing source s of problems, and p roviding training to library staff.

• Dev elop s pec ial pro jects , prog ram s, and ser vices  to m eet com mu nity needs ; prom ote outrea ch an d pub lic

awareness of programs.

• Initiate, develop, and maintain contact with community groups, organizations, and agencies, such as

volunteers and Friends of the Library groups; make community presentations; serve on special committees

and engage in public relations activities.

• Coordinate the development of  a collection within the specialized subject area; and recommend standards

and procedures for material selection and services system-wide.

• Reco mm end an d coord inate library se lections, bo oks, an d ma terials.  

• Identify system-wide training needs; coordinate and participate in the development and pres entation of staff

training; identify system-wide training needs, coordinate and participate in the development and presentation

of staff training.

• Read professional publications and book reviews to keep informed on new publications, trends in publishing,

autom ation, and  public library pra ctices.  

• Attend and participate in local professional meetings related to assigned areas.

QUALIFICATIONS 

Know ledge of:  

• Principles  and tech niques in volved in the  operation  and adm inistration of a  mod ern pub lic library system .  

• Current library principles, theories, practices, and techniques of planning, organizing and implem enting library

services  to me et the nee ds of the  com mun ity.  

• Budgeting procedures and techniques.

• Mode rn office m ethods , proced ures, an d equipm ent.

• Basic principles and practices of professional library work including methods, practices, and techniques of

library reference and/or children’s services.

• Principles of personnel management including supervision, training, and performance evaluation.

• Principles and techniques for reference research, classification, indexing, cataloging, and organization of

library material and book selection.

• Publishe d ma terials in a varie ty of fields; pub lic library mate rial selection s tandard s and p olicies.  

• Principles of public relations.

• Computer equipment and electronic information sources.

Ability to:  

• Interview and select staff; organize work; supervise, train, and evaluate assigned staff.
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• Plan, organize, and direct multiple branch libraries or a major functional area of library services in a

com preh ens ive libra ry prog ram  which m eets  the needs of th e com mu nity.

• Prepa re and a dmin ister budg ets relating to  a ma jor functio nal opera tion.  

• Provide complex administrative support in the administration of a library system.

• Select re source s and d evelop p rogram s and s ervices b ased o n the nee ds of the  com mun ity served.  

• Analyze the library collection, conduct comprehensive research, and recommend m odifications.

• Effectively use book selection materials and m ethods; assist custom ers in the location and use of library

resour ces.  

• Analyze problems, identify alternative solutions, and implement recommendations.

• Perform professional tasks in the area of library collection development and circulation.

• Establish and maintain cooperative relationships with those contacted in the course of work.

• Opera te office m achines , com puters, ter mina ls, and sp ecialized library eq uipm ent.  

• Comm unicate effectively orally and in writing; prepare and present comprehensive and clear, oral and written

reports; prepare appropriate recommendations.

• Promote interest in library services; develop and conduct library education programs and activities.

• Read and interpret complex written materials including applicable laws, rules, and regulations.

Education and Experience: 

Any com binat ion of  expe rienc e and  educ ation  that w ould lik ely pro vide th e req uired  kno wledge an d abilitie s is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: Posse ssion of  a Mas ter of Libra ry Science  Degre e from  an acc redited co llege or unive rsity. 

Experience: Three years  of increasingly responsible professional library experience. One year of

superv isory expe rience is h ighly desirab le. 

MEDICAL CATEGORY:  Group 1 

CAREER ADVANCEMENT OPPORT UNITIES 

FROM: Senior Librarian

TO: Chief Librarian 


